— e @CRETNIT0O 2, I RECORDS MANAGEMENT UNIT

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlahta, Georgia
30334. Phone - (404) 656-4976 GIST: 221-4983

. . i

[ " owm 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES _ ‘AREQV&EKN‘EEIE'E};; o
Application Date | Division of Public Health Applicstion Number S
2/18/86 Women, Infants, and Children Program(WIC) 9 g -
Application Number ' 878 Peachtree St. NE - Room 218 Date neZved' “\ 'Ea‘tescompae
. Atlanta, Ga. ' 30309
- 86-2 L S T FEB 19 1993 L JUN 16 1988
?.:ﬁrsal; to Contact T T ST Workmg Title ] T o Te!eph;;t_e_ﬁ:uﬁ -

Wanda Argo ' 894 6695

3. Action Requested
a, [ Establish Retention Schedule: record will continue to accumulate,
b. [JDispose of present accumulation: no further accumulstion anticipated.

Change Records cut—off period
Change Included are to include microfilm

. c. BlAmend Application No. _ 79-193 ' Check One: (& Change: [ Supercede; [3 Void
] F_“Eam of Series - 5. Records Series Title (followed by title used in office; if different) I ——
Earliest Latest ‘ _ '
1983 . |continuing WIC Voucher Files

6. Division and Office Function - What is the function of the Division and the Office in which this record series IS created?

Same as the previous schedule.

e N P ’ - - - . N

1 K2 Records Senes Descnptnon * This fuieaontamsthefollowmg documents Tinclude form numbersmd titles, :fany} Amch samplesofthefn!e
Documents ralating to: malntalnlng a record of 1I-IIC vouchers which have been processed and paid.
Included sre: " WIC Vouchers (DHR Form 3992) containing participant's name and WIC I.D.

nu.mber, Dlstrlct/Unlt/Cllnlc code number; voucher numbér;’ list of foods
dlstrl.ibuted name of bank; signature; and counters:l.gnature." Also included
are security and reference mlcro_fllm copies of th_e_ ‘vouch.ers.

'.-\ “r 22T ~ ey
R
" The #ile ks arrbnged: Numérically by voucher number .: . -, . -~ = «";"% SRRy SR J
. R - . B U .
8. Monthly Reference Rate How often are records referred to wh-ch are
One 1o s:_x months old o i Seven to tweive months old H Thirteen to twenty-four monthsold _ . ___ :
twenty-five months and older 7 .. =No reference anticipated, except in the event of audit.
9. Anrfuai Rate of Accumulanon or Records . . 7 S
\ \ e =Ty x . ]
Lener snze drawers _ Legal szze drawers % 3 Shelves - ; Other (Specify) 2-3 cubic feet of
‘-.'-:_‘ e ,'~_\if7 _ﬁ;‘:_:ﬁ \‘\ '_:d,_f RS . microfilm
Form'4998 (Rev. 7-84) AR (Over)




1 1
X_ Privacy Act, Public Law 93-579, Sect. 552a (Records maintained on individuals) ."____T
X ¢. Is this a vital record? o i
X d. Does this series have historical or iong term research value? o
2. When one or two documents in tha file make it nacassary to keep the entire file for a iong period, could these documents
X __be scheduled separataly? _ : L - ]
X {. is the information contained in this series ever pubhshed? If ves, attach copy. o o - o
& g Isthe information contained in this series ever analyzed and/or racordad in ssummarized report?
X ' yet, atfach copy. . - . o N
“ R Jh. Iy there a duplncatnon of tlm lanes tn vour ofﬁce ‘or in another office or agency? :
1 X "I¥ yes, whera? «
X 1. Is this series for a ma;orpomon of rt) regular!y mlcrofnmad? _entire series is microfilm L
X ‘j. Does the record series ‘result in a computer prmtout?
11. Retention Requirements The following requires the series to be kept:
. State Law _ . years. d. Audit period - _vyears.
b. Statute of limitation —e years. . e. Administrative need . . __ﬁ;_;_years.f
¢. Feders! law ¥ e YEATS. . f. Federal retention instructions ___3_._._years.
Attach copy or excerpt of laws or regulations. Explain sdministrative need, See At tached

In order to comply with federal fiscal year audit period, and to provide for resolutlon of
audit or litigation; records are needed for four years.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

[y

Calendar Year; [ Fiscal Year; [JOther - then,
1 Holdinthecurrent filesarea _____ monthls) yeer(s}; then
[J Transfer to local holdingarea; hold ___ vyear(s}; then
3 Transfer to State Records Center; hold & year(s); then

lﬁ Destroy
O Transfer to State Archives for permanent retention.

) Other (Specifyl)

O;iginal Vouchers (Paper Copy} - Microfilm, creating security and reference
microfilm copies; then, upon verification of microfllm, destroy. -

hnd

Securlty Mlcrofllm Copy - Cut off‘files at end of each calendar vyear; theﬁ
transfer to State Records Center; hold 4 years; then destroy. NOTE: 1In

=]

the event of audit questions or lLtlgatlon, these records must be retained
untll audlt questlong are xesolved and 1;t1get;on 13 cqmgleted.

These lnstructlons apply to all prlor and future accumulatlon of records for this series title. rererence;

i _Signature T Date R - Slgnltm : deStgey.iib_;e

DHR Office/Division — Director/Deslgnes : DHR R Management Sdbervishr

—

| DHR Segtion/Unit — Chist/Sypengsor/Designes | <
| mw&ﬁmﬁg_ EET

R va—

b = o

STATE RECORDS COMMITTEE

e e ——————————— —— — — e e ————

Retention recommiendations
in paragraph 12 are approved State Auditor/Deslgnee
— H not approved, please

attach a tetter of explanation.

- —

Secretary of State/Designee

Attarney General/Deslgnee

Reference Mlcrofllm Coples « Hold in current flles area unt%lrno onger ne%ﬁg
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_ P ' A sy Geoncm DEPARTMENTOFHUMAN nesouqcss ’
APPLICATION FOR RECORDS RETENT'ON SCHEDULE e . -OFFICE OF ADMINISTRﬁ;ﬁV: 5ERVIC¢:S
L ) RECORDS MANAGEMENT UNIT

T, = =y A

For instructions on oornpletmg mns form contact DHR Raeords Managemem Umt 47 Tnmty Avenue, Atianta, Gaorgua
30334. Phone - (404) 656-4976 - GIST: 221-4983

[}

DHR ~| 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND ms-ronv

“Applicstion Date Division of Physical Health' [Appiication Number

September 27, 1979 Family Health Services Section ‘7 q — | q
Anoicaion Nuwber Women, Infants, and Children Program "Dt Flaceived . Dats Completsd

618 Ponce de Leon Ave., N. E. 29 \ g 1979
_DHR-41_ Atlanta, Georgia 30308 oeT -2 19 [ooT 161979 |
2. Peron to Contact Working Title Teleahone Numbar
Tim Nelms ~_ Project Assistant o 894-4391

3. Action Requested

a. B Establish Retention Schodule; record will continue to accumulste.

b. [ Dispose of prasent sccumuletion; no further accumulstion enticipetad,

c. CJAmend Application No. _. ] Check One: [J Change; [ Supercede; D Void
4. Dartes of Series 5. Records Saries Title Mollowed by title used in office; If giffsrent)
Eactiest Latest Women, Infants, and Children (WIC) Program

Non-Validated Food Voucher. Files

6/1/18 to|present , . IR

8. Division shd Office Function What is the function of the Division and the Otfice in which this record series is created? .
The Family Health Services Section, under the leadership of the Director, is responsible for
promoting and coordinating family health programs throughout Georgia. The programs include:
Maternal/Child Health (Family Planning, Perinatal, Crippled Children, Child Health, and
Women, Infants, and Children Program); -Chronic Disease Program; Communicable Disease Pro-
gram; and programs for pharmaceutical, nursing, nutrition and dental services.

The WIC Program provides consultation and training to, and program monitoring of, WIC pro—
grams operated by each health District; prepares all contracts with food stores which are
used by the District health offices to supply certain foods to eligible clients as deter-
mined by county health departments; processes District health offices' claims for reim—
bursement for payments made to the food store; and prepares the required Federal reports
for this Federally-funded program.

7. Records Series 6:scriptbn This file contains the 'followi'ng documants finclude form aumbers and titles, if any): _Atrach amp]cs of the file.
Documents relating to: maintaini_ng a record of WIC food vouchers which cannot be legally used.

Includes 18 DHR form 3992 (5-78) (Women, Infants, and Children Voucher) which shows
recipient name and number; location number, voucher no., date of issue, name of bank,
Health District, list of foods, signature and counter signature.

The file is eranged © - numerically by District; there{unfde;, by month. : i N
VoA S0 f VAR e n :
8. Monthly Referance Rate How often lre records refarred to which are:
One to six months old i :  Seven to twaive mointhsold __ — ;  Thirteen to twenty-four monthsold __—— _ .
twanty-five m“'h"“d"w —=—--— ? no reference -- needed only in event of audit
9 Annual Rete of Acwmumionormcord: N estimate
l.nﬁer-ﬂzo drawors . ... ; Legalgizedrswers ___ . . _ ; Shelves — . .. ; Other [Specify) 6 cubic feet
) ‘ per year

Form 4893 (7-78) '  iQver)




[ YES | NO_] 10. Questionnaire _ (Place an “X" in the prepsr eelumn) o e e ups
8. is this the officisl copy of the ssries? : B ‘ !
- lfnot.wha.*ahh? : - T :
x - b Dosi the series contsin conhdentaal mformatnon mqulrlng n..untv handlmg? If vu, cataTu;u or rsi;ulmon ' . ‘ - -
I DHR Confidentiality statement - contain client names .-~ =~ = |
x | ¢ c Isthluvlulroes.d? o 7 o
x| e Dc_m this » prhl have historicat or long term resasrch value? B B T T
. When one or two documents in the fils make it necesiary to kup the entire file for a long ponod muld tlme document:
qx hlld‘ledulod_uwmly? ) e . i
X 1. Is the information uonmned in thu serios ever publishad? If yes, ltm:h copy. ,' ' o ]
x g. Isthe informstion contained in this ssries ever amlynd -ndlor recordad In a wmmarwed report? o :
_ Hm.mchwp_!:______ o e
h, Is thers a duplicstion of this mries in vour offucn, orin anotim office or lgencv?
x i yos, whera? .
‘Y_ I. Isthis wries (or a @,’or porﬂan of Ir) ngullrlv mlcrofllrnod? T T T e
l % i. Dows the record serias result in & computtr pnntaut? -
1. Raﬁntlon Requiremants The fo!lowmg nqulm the séries to be kept:
s. Seate Law URS— | ; ¥ d. Audit period —am o YOBTE,
b. Sututeof limimtion = . ... .. yess. s. Administrative need S — ", }
c. Fedenal law ", -, ¥ 1. Fedarai retantion instructions —_— e e YOBTE.
’ . . ] . . )
Attach copy or excerpt of taws or regulstions. Expiain ldm_initirntim neod,
- 1
{12 Approwed Disposition amm.on's ™" This sgency recommmands that the file series be cut OFf ot the end of sech: T
" Ocalendar Year; O Fiscal vur%’@om quarterly then,
s Hold in the currant filessres — ... menth(s) el year(s); then . o
0) Transfer to local boldmg ares; hold . .. . year(s);then - : ' S
=] Transfer to Sute Roeomds Contor hold .._..._f!‘ e yoar{s); then ~ :
& Destroy . ' ' } -
'O Transter to Stete Archives for permanent retantien. ) .‘ 't ' : B
O Other ISpecity) . : o , o
B 3
¢
SRR
Thess instructions spply to all prior and futurs accumulatisens of the series.
Agenc; Hu_d_fls:ug—n'u E:gn;run} T Date . Records Managamant Oftficer !&gnaturo) R Dste
. o D B - BoY
Cocthe Vdors 7 | ajaxiaa]’  Elgebetts > - Ceanter
My ¥ . Fe<t - Flizdbeth W. Crank _ 1 9s25/79_ |
. e e e State Records Committeg, {Signature) Date
Recommendations in thh )
12 are spproved. : _-| State Auditor/Designes - T Wy <2
M dizspprovad, amch Inmr : 4 m—-» s o et ]
of explanation.) &% . l M
: . [Designae -
e | S , .. jp-10-79
' Attornay Generai/Designas /

Form 4088 (7.78) . (Mecres Bide)
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